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Quick Start Instructions for your Direct Secure Messaging Service.

This guide references the following standard and exclusive features:
e Standard Email Messaging Functions

* Customizable Settings

* Address Book

* Building Trust Communities

* Resetting Passwords

* Helpdesk contact information



LOGGING IN

One Health Record” requires that you sign in to access the Provider Portal, the Health Information Exchange core functionality, and
Direct Secure Messaging. Users who have received One Health Record” accounts should navigate to
https://provider.alabamaonehealthrecord.com. From this URL you can launch any of these functions, navigate to key links that will be
frequently updated, and receive announcements from the One Health Record” Team. If you already have an active session with One
Health Record®, you will go directly to the landing portal. If your session has timed out, you may periodically be required to log back
in providing your username (FILastname@alohr) and password provided to you previously. If you have any issues with login, please
contact the Service Desk via email at onehealthrecord@medicaid.alabama.gov or call 844-746-3540.
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qirectl\/lail Dashboard

The dashboard below has standard email tools and functions that are familiar to mostusers.
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Messaging Toolbar

The icons below will define themselves as you move your cursor over them.

Compose a message Reply to all Send to trash and more...
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Composing Email

Standard document and editing
tools are available to compose
messages. Simply move your
cursor over the icons to confirm
the functions you are looking for,
such as, but not limited to:

Printing Options

Saving Drafts

Read Receipt Options
Message Priority Options
Response and Identity Options
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Composing Toolbar

|Response Options|
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Attachments

To add an attachment to a message, click the paper clip icon in the mailbox toolbar.
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Dr. David,

Please find the attached TOC documents for Patient Jones CR-0210.73A.

Regards,

“|Jane Doe, MD.\
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e Navigate to the documents you would like to

include with your message, select the
appropriate documents, and click Open or you
may click on the “+” located at the bottom of
the Attachment pane, browse for the document
you would like to include and click on “Upload.”

When you add attachments to a message, all
attachments are listed in the Attachments
pane. If you click the red icon to the left of the
attachment, that attachment will be removed
from the list and will not be sent to the
recipient. To add another attachment, simply

click the paper clip icon in the Mailbox toolbar.



Settings

The behavior, as well as the look
and feel, of your DirectMail Direct
address can be adjusted and
customized by selecting and
completing the various fields.
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Address Book

Add Personal Contacts

Create Secure Groups
Import/Export Contacts
Automatically Collect Addresses

Search other Direct Addresses
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Folders

Folders can be useful in workflows and in building a structure to store your emails. Even an
existing folder can be made a subfolder or
moved to the top level.

Click the Create New Folder icon (+) in the
bottom left panel.

Enter a name for the new folder in the
properties form on the right.

Select a parent folder or create the folder
at the top level.

Click the Save button below the form to
create it.
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|dentities

In “Settings” select the “Identities” tab then select the “+” sign at the bottom left pane to add an

Identity. Click “Save” once all fields are completed.
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Preferences | Folders | Identities | Responses | Password | Notifications | User info | About

Settings | Signature

Display Name
Direct Address
Organization
Reply-To

Bcc

Set default

Save | <

Display name — the email sender display
name

Direct Address — the address the recipient will
see

Organization — this can be your Organization
name or a “Department” name.

Reply-to — this is a reply-to address which may
not be the same as the default sender email
address

e Bcc —for setting up a default bcc email address
e Set default — select this option to set an identity

as a default
Signature — select the signature tab to create the
signature for this identity.



Notifications

In “Settings” select the “Notifications” tab then enter a standard email address and press “Add” for
each alert notification that should be sent when a new Direct message arrives.

! e e @ s @ | @ Email address —the email addresses that
. docl@demo-hospl.direct.alohr.alabama.gov . . o . .
[ DirectMail Preferences | Folders | Identities | Responses | Password | Notifications | Userinfo | About WIII be Sent aler‘t notlflcatlons When a Dlrect
Notifications box title I message arrives
Email address Enabled . . .
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nurse2@clinicl.com true . .
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e Disable button — disables that email address
so it does not receive alert notifications.

e Enable button — enables that email address
so it does receives alert notifications.

e New address — enter each email address
that you want to receive an alert
notification when a new message arrives

e Add button — after entering a new address,
press this to add the address to the Enable
list



Build You Own Trust Community

Make Trust Decisions to securely send messages to anyone you trust. One Health Record®
DirectMail can create a temporary Direct address to accommodate your Trust Decisions.

Send a secure message from your Direct address to any provider or associate you work with and
know it is protected and only accessible by the individual you addressed the message to.



Trust Decision
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message.

If you choose to trust and send, we will hold the
From postmaster@demo-hosp1.direct.alohr.alabama.gov & me.ss.age In Our: S-eCl:'re network and Send the
recipient a notification that they have secure

To docl@demo-hosp1.direct.alohr.alabama.gov &

Date Today 00:00 email from you.
Outgoing Message Not Delivered! The addressee can then securely sign in to our

You have recently attempted to send a message over the Direct Mail network to a recipient that does not have a
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Message dated: Aug 18, 2016

download the information you have sent-- they

Recipients: admin@inpriva.com

can even send you a response.

Your options are:
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Subject Direct Mail: Message delivery needs your attention

1. Do nothing. The message will not be delivered.
The email message will be removed from the system and unavailable for delivery if you take no action within
the next 15 days.

n

. If you trust the Recipient, send the message via the Out-of-Network Secure Email Service.
We will send your message to a temporary secure webmail account setup for the Recipient. The Recipient will
receive an email notice that includes a link to this webmail account and a one-time password.

Alert: the trust management features provided by your Direct Mail service and NwHIN are not available with
the Out-of-Network Secure Email Service--you should only send messages that may contain Protected Health
Information to Recipients that you trust will meet the requirements of HIPAA, other relevant regulations and
your own policies.

To proceed, click here




Forgotten your password?

Please Contact the Service Desk via email at
onehealthrecord@medicaid.alabama.gov_Or by phone at 844-746-3540 and
they can reset it for you
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Email: onehealthrecord@medicaid.alabama.gov
Phone: 844-746-3540
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